
Open Enrollment Overview  

• How to complete Your Tobacco-
Use Attestation and ESS Benefits 
Enrollment Online? 

Last Updated:  9/23/2016 

Any instructions will be in red… 



Tobacco-Use Attestation 
All employees are required to complete the Tobacco-Use 
Attestation form online prior to starting Open 
Enrollment.  The link for the form is: 

 

http://benefitenrollment2016.fultoncountyga.gov/apps/tba/ 

Notes:   You must log in using your employee id number as the username and  
7 digits of your date of birth as your password in MMDDYY format. Instructions 
available on login form below. 

http://benefitenrollment2016.fultoncountyga.gov/apps/tba/
http://benefitenrollment2016.fultoncountyga.gov/apps/tba/
http://benefitenrollment2016.fultoncountyga.gov/apps/tba/
http://benefitenrollment2016.fultoncountyga.gov/apps/tba/


Login Form 

 



Tobacco-Use Attestation Form 

The following information will be displayed at the top of 
the form: 
• Name 
• Employee ID 
• Department Name 
• Division Name 

SUPERSTAR EMPLOYEE 

0123456789 

Department Name 

Department Division 



Tobacco-Use Attestation Form 

Once an option is selected above, the employee should check this box to 
certify that the information is accurate. 

The employee should select either of these 3 options. 



Tobacco-Use Attestation Form 

The gray fields are automatically populated with information.  Employees 
must enter the following information: 
• Signature 
• Phone number 
• Email address 

 
Once information is entered, click Submit Response. 

SUPERSTAR EMPLOYEE 



Tobacco-Use Attestation Form 

Click here to continue to ESS 
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ESS (Employee Self Service) Open 
Enrollment Wizard 

 



Log into ESS 
Employees will use their 10-digit employee ID number 
to log into ESS 

 

Notes:   The employee ID number MUST consist of all 10-digits, including the 
leading 0s. 



Once logged in… 

Click here to begin the Open Enrollment Wizard 



There are some employees that may have multiple appointment IDs.  In this 
case, the employee should select the appointment ID that…  If the employee 
reenter the wizard after logging out, the employee must select the same 
employee ID that was initially selected. 

Click here to continue 

Select the appropriate appointment ID 
 if more than one is listed. 

Appointment ID 



Start or Continue 

Select this option to start new enrollment 

Select this option to continue an existing enrollment 

Click here to continue after option is selected above 
Notes: Employees may select Start to delete any options that have been selected 
IF the employee has NOT submitted options by clicking FINISH on the last screen. 
If an employee select Continue, the wizard will navigate the employee to the last 
screen they were on prior to exiting the wizard. 



Notes: The only option available at this time is Open Enrollment.  In the future, 
New Hire and Life Event Change options may be available. 

Click here to continue 

Open Enrollment  



Click here to continue 

Appointment Details 



Dependents 



Dependents (cont’d) 

Notes: Employees may expand the Dependent Address and Dependent Contact 
information by clicking the      icon above Dependent Information.  Employees 
may also expand each section independently by clicking the    icon next to that 
section.  You may also click         to collapse section(s). 



Dependents – Add 

Click here to continue 



Dependents – Add(Dependent Information) 

Notes: Employees can add 
dependent information in fields 
that are not shaded grey. 

Deselect this option and click the       icon to enter dependent 
address information if it differs from the employee’s address. 



Dependents – Add(Dependent Information) 

Notes: Employees can only add 
dependent information in fields 
that are not shaded grey.  * 
denotes a required field. 

Deselect this option and click the       icon to enter dependent 
address information if it differs from the employee’s address. 

Click here to continue 



Dependents 

Notes: Any dependents added will show here. 



Benefit Enrollment 

Click here to enroll 

Click here to waive (if available) 



Benefit Selection - Dental 

Click here to continue 

Note:  All names must be selected prior to selecting a 
plan listed below.  The plan selected must coincide 
with the number of names selected above.  For 
example, in this case, EMPL+FAMILY is the only 
appropriate option…EMPL ONLY or EMPL+DEP should 
not be selected.   
 
If you select the Dental HMO Plan, it is MANDATORY 
that you select a Primary Care Dentist.  Please visit 
http://benefitenrollment2016.fultoncountyga.gov/apps/tba/  

for instructions on how to locate the 6 digit 
Primary Care Office ID# for your dentist. 
 

http://benefitenrollment2016.fultoncountyga.gov/apps/tba/
http://benefitenrollment2016.fultoncountyga.gov/apps/tba/


Benefit Selection - Medical 



Benefit Selection – Dependent Life 

Notes: Employees must select ALL dependents for which they want dependent 
life coverage. 



Benefit Selection – Basic Life 

Notes: As noted on the screen, Basic Life Insurance is mandatory for ALL County 
employees and is therefore selected by default. YOU MUST SELECT A 
BENEFICIARY ON THE NEXT SCREEN. 



Beneficiary Designation – Create 
Basic Life (LifeS) MANDATORY 

Click to expand Beneficiary Information. 



Beneficiary Designation - Non Dependent 

Click Add 

Enter beneficiary information 
in the fields. 

Click submit when complete. 



Beneficiary Designation - Dependent 

Click Add 

Click here to select a dependent from your list of 
dependents.  The screen below will be displayed. 



Notes: The system does not calculate percentages of distribution of all beneficiaries 
to ensure the total equal 100%.  The employee must calculate and determine 
percentages.  If percentages are not entered for beneficiaries, equal distribution 
amongst beneficiaries will be assumed. 

Beneficiary Designation 

Enter % of distribution and click Submit. 



Benefit Selection – Supplemental 
Life (OPTIONAL) 

Notes:  As noted on the screen, additional information (EOI) is 
required for supplemental life insurance over the amount of 
$25,000.   
 
*If an employee select the same amount or less as their current 
supplemental life coverage, an additional EOI is not required. 

Click here to access the form.  The form will open in a new screen and 
will not close the screen for Open Enrollment wizard.  You may return 
to the Open Enrollment wizard by navigating to that screen. 



Beneficiary Designation – Create 
Supplemental Life LIFES 

Click to expand Beneficiary Information. 

If you enroll is LIFES (Supplemental Life) 
YOU MUST MAKE BENEFICIARY 
DESIGNATION (S) 



Beneficiary Designation - Non Dependent 

Click Add 

Enter beneficiary information 
in the fields. 

Click submit when complete. 

If you enroll is LIFES (Supplemental Life) 
YOU MUST MAKE BENEFICIARY DESIGNATION (S) 



Beneficiary Designation - Dependent 

Click Add 

Click here to select a dependent from your list of 
dependents.  The screen below will be displayed. 

If you enroll is LIFES (Supplemental Life) 
YOU MUST MAKE BENEFICIARY 
DESIGNATION (S) 



Notes: The system does not calculate percentages of distribution of all beneficiaries 
to ensure the total equal 100%.  The employee must calculate and determine 
percentages.  If percentages are not entered for beneficiaries, equal distribution 
amongst beneficiaries will be assumed. 

Beneficiary Designation 

Enter % of distribution and click Submit. 

If you enroll is LIFES (Supplemental Life) 
YOU MUST MAKE BENEFICIARY 
DESIGNATION (S) 



Benefit Selection – Vision 



Benefit Selection 

Example of an enrollment where 
all areas have been selected. 



Completing Open Enrollment 

Click here to complete Open Enrollment and submit benefit 
selections. 



Miscellaneous Deductions 

Currently, there are no miscellaneous deductions for 
employees to select; therefore, click Continue. 



Enrollment Summary 



Enrollment Summary 

All County employees will automatically enrolled in the Wellness 
Credit.  You are also verifying that the benefits selected (as shown 
above) is correct.  You must select this box to complete (Finish) 
Open Enrollment and submit selected benefits. 



Enrollment Completion 

Once you verified that all selected benefits are accurate and ready for  FINAL 
submittal, select the Health Assessment Pledge and click Finish. 



Enrollment Completion 
Notes: Once submitted (by clicking Finish), the following message will be 
displayed in the upper section of the screen below the navigation menu. 

Notes: You may click the View All link to view any messages. 
 
* Although the title state Error Messages, the message below are Information 
and are not errors. 

Click Close to exit the Open Enrollment wizard.  You will still 
remain in ESS. 



NEED ASSISTANCE 
 
Employees are required to know their 10 digit employee ID number to access the 
ESS enrollment system.  
 
IT ESS Support  
For technical issues or help with your access including ESS password reset, contact 
the Technical Support Center at 404.612.7334 or email 
technical.Support@fultoncountyga.gov . Technical Support Center hours are 
Monday  Friday from 8:30 a.m. to 5:00 p.m.  
 
Benefits and Payroll Questions  
For more information, please contact the Employee Benefits Division at (404) 612-
7605 or email employeebenefits@fultoncountyga.gov.   
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